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Records Management Life Cycle
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Rules & Regulations

e It's the Law

- VPRA
- FOIA
— Evidence

e Jt's a Business Best Practice

e What’'s Past is Prologue
(William Shakespeare)

e Information is the currency of democracy.
(Thomas Jefferson)
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e What is records management?
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http://www.google.com/imgres?imgurl=http://ec.europa.eu/environment/emas/toolkit/images/cartoons/buried.jpg&imgrefurl=http://ec.europa.eu/environment/emas/toolkit/toolkit_18_1.htm&usg=__cvvkTUYqyj2Cs0CXEXi4nUCnQsY=&h=232&w=300&sz=10&hl=en&start=0&zoom=1&tbnid=nz2Qevj94noUwM:&tbnh=128&tbnw=166&prev=/images?q=records+management+cartoons&um=1&hl=en&sa=X&biw=1020&bih=569&tbs=isch:1&um=1&itbs=1&iact=hc&vpx=129&vpy=226&dur=1890&hovh=185&hovw=240&tx=149&ty=90&ei=bZkDTbvAJYWclgemuKGmDg&oei=bZkDTbvAJYWclgemuKGmDg&esq=1&page=1&ndsp=16&ved=1t:429,r:5,s:0
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Rules & Regulations

e What are the A, B, C’s of Records
Management?

A - Keep what must be kept

B - Shred what may be shredded

C - Understand the difference between A and B
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People say I'm a packrat - but | prefer the term archivist

www.vita.virginia.gov 9
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Roles & Responsibilities

e Lead Records Officer:

— In addition to Records Officer duties;
e Serves as a liaison to LVA;
e Oversees the VITA Records Program;

e Directs the development, review and update of the
VITA records management policy, procedures,
program;

e Organizes and analyzes the annual records survey;
e QOrganizes and analyzes periodic records inventories;
e Facilitates periodic Records Officer meeting; and

e Provides quarterly employee training.
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Record Life Cycle

Records Management I

Create Access Maintain Store Dispose
Phase Phase Phase Phase Phase
Life Cycle
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Record Life Cycle

e The during a record’s life cycle it exists in one of
these conditions:

- Active - Used reqgularly and frequently in day to day
work of the organization. Generally will be referred to at
least once a month

— Semi-active — Not in use as frequently as current
records, but are needed for legal or operational reasons
to be retained. Required for compliance with procedural
/ statutory / financial requirements.

— Inactive - Records no longer required for the work of the
organization will be destroyed or, if identified as having a
long term historical, cultural or educational significance,
retained.
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Create Phase

Record

Did you create it?

Did you receive it?

From inside
agency

Is this a copy
of arecord another
dept. keeps?

From outside
agency

Is your department
the official
record creator?

You
changed it

You didn’t
changeiit

Delete when no
longer needed

Determine type of record

Delete —
sender

should file
v

Informational

Temporary
or reference

record

Permanent
record

A 4
Delete when no

File and delete
longer needed

according to
retention period

Print or file for
permanent retention

www.vita.virginia.gov
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Create Phase

e Begins at the point in time when a public
record is first created.

e The record creator:

— Identifies and documents any specific
legislative or administrative requirements to
create particular official records.

— Reviews business processes to ensure that all
official records that are required to be created,
are created.
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Create Phase

e Begins at the point in time when a public
record is first created.

e The record creator:

— Is responsible for the management of all
records created in their specific organizational
units

www.vita.virginia.gov 17
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Access Phase

e Provide access to records in accordance with:

— Virginia Public Records Act (VPRA)
e Code of Virginia 42.1-76

- Virginia Freedom of Information Act (FOIA)
e Code of Virginia § 2.2-3700

— Copies of Originals as Evidence
e Code of Virginia § 8.01-391
e Ensure records are accessible for the length of
time cited in applicable records retention and
disposition schedule.
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Maintain Phase

e Maintain a directorate and/or division
records file systems to:

- meet business and administrative operational
needs;

— ensure records are properly maintained,
protected and accessible for the length of time
cited in applicable records retention and
disposition schedule;

— facilitate recordkeeping; and
— facilitate in the record’s disposition.
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Store Phase

e Store records in appropriate conditions to
ensure their ongoing accessibility:

— on appropriate media (paper, film, electronic,
etc.);

— based on business needs, preservation
requirements, and costs; and

— with appropriate procedures to deter, identify
and respond to incidents.
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Store Phase

Storage Diecision Guide

If Srd S Then
VWion hasre records o iggrds Dnl;E?JTd the The records havre at {sze Fn:u:r;l::nf-:, H
) - least one sear l2ft on : -
wiold like to store records retenton fheir e tention instuctbors on LW &
ac hedule YWiel site )
Chirde r the reguirved
Wion hasre pre pared the marnkber of hoxe s
ENI17 through sour Becords
Coordh nator
The Fecords
o 1 red the Wion hasee subrnitted The Fecords Coordinator will
RIVL1T Pre R the form to your Coordinator has corple te the fiorm
BEecords Coordinator approed the forrn with box rmrobe rs arnd
bar code nurober
o the Recods Chotain the re gquired
biozx bar codes frorn —
approned the fornn and i Fe cords
returned it with the B o
additoral entries oo naor
VWion hasee obitained the Lpplezrthern to smour
bar codes boxes
Create an index of the
contents ineach bhox
VWion hasee bar coded =i the VITS
oy boxes Fecords Storage Boo
Irdex forrm on the
WIT Bowelk BTvl paoe
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Dispose Phase

e Dispose of records according to:

— Virginia Public Records Act (VPRA)
e Code of Virginia § 42.1-76

e Based on the appropriate
- Business need;
- LVA retention and disposition schedule

e Using the prescribed method of
destruction for:

— paper records -shredding, recycling, trash; and

www.vita.virginia.gov
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Dispose Phase

To shred or not to
shred; that is the
guestion.
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http://www.google.com/imgres?imgurl=http://www.studiomountain.com/images/disposal.jpg&imgrefurl=http://www.studiomountain.com/cartoon.html&usg=__EsyD5sNiyJd74YUsV3UUAx6IW5w=&h=252&w=252&sz=17&hl=en&start=0&zoom=1&tbnid=DQXBYoJ6_-Ow_M:&tbnh=148&tbnw=148&prev=/images?q=records+management+cartoons&um=1&hl=en&sa=X&biw=1020&bih=569&tbs=isch:1&um=1&itbs=1&iact=hc&vpx=567&vpy=106&dur=3656&hovh=201&hovw=201&tx=102&ty=128&ei=r5oDTcb8McGblgf2zu20CQ&oei=rJoDTaKKDMP6lwesvPHqAg&esq=4&page=1&ndsp=15&ved=1t:429,r:13,s:0

Guide
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Dispose Phase - Records Disposal Decision

Disposition/Destruction Decision Guide Records stored at Your Location

It

And

And

Then

You have records you
would like to dispose
of

You have located the
records on your
records retention
schedule for the
retention period and
disposal method

The records have met
or exceeded their
retention period

Check to make sure
the records are not
subject to litigation,
audit, or otherwise not
eligible for
destruction

If you have checked
to make sure the
records are not subject
to litigation, audit, or
otherwise not eligible
for destruction

The records are not
under any special
activity

The records are stored
at your location

Prepare an RM-3 (see
LV A Instructions)

You have prepared the
RM-3

Submit the form to
your Records
Coordinator

If you have submitted
the form to your
Records Coordinator

The Records
Coordinator has
validated the form and
obtained the approvals
of your Records
Manager and of your
Records Officer

You have been
notified the RM-3
was approved

Destroy the records
based on the retention
schedule requirements
and complete RM-3
process.
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Dispose Phase EA-S Certificate of
Records Destruction

Pl p———

i CERTIFICATE OF RECORDS DESTRUCTION
m "THE LIBRARY OF VIRGINIA {Form RM-3 May 2007}
Archival and Records Management Services Division

DECEMEBER 15,2008 DO8-097

800 East Broad Street, Richmond, VA 23213-8000
(804) 6892-3600

This form documents the destruction of public records in accordance with the Virginia F;I.r.b.ﬂc Records Act, 5 42.1-76 through 42.1-81 of the Code of Virginia.

2. Division / Department f Section

1. Agency / Locality
Integrated Services Programs

Virginia Information Technology "
5. Telephone Number & Extension

3. Person Completing Form 4. Address
800 E. Broad Street, Richmond, Virginia 23219

804 236-3705

Linda Garnett
B 6. Records to Be Destroyed

a) Schedule and ﬁs::urds b) Records Series Title c) Date Range (mo/yr) d) Location e) Volume 1) Dh:sltl;lucéinn
| Series Number eth o
GS102 012103 Financial Accounting Reports (Except CIFPS) 2002 — 2003 Records Center 8c.f‘ Regular

be deslroyed without receiv approval from your or focality Records Officer.

MNOTE: Public records may nol g prior agency
We certify that the records listed above have been retained for the scheduled retention pericd, required audits have besen completed, and no pending or ongoing litigation or investigation involving thesa

records is known to exist.
7. Approving _ - Doht4 ). May— pate S / / / Qf o

8. Designated Records
Officer (Print) Erzie B, 2R, Signature

&b&p}i’j@% fA /é\,__,— Date ‘?7/%?'

9. Records k /i ) Q_LD —, Signature L/’% @C;.,, Date

/w/‘?

Destroyed By (Print)

www.vita.virginia.gov
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Commonwealth of Virginia

THE LIBRARY OF VIRGINIA

Archival and Records Management Services Division

800 East Broad Street, Richmond, VA 23219-8000

(804) 692-3600

Accession/Transfer Number.
SEE INSTRUCTION SHEET FOR MORE DETAILS

RECORDS TRANSFER LIST AND RECEIPT

(Form RM-17 Oct 2007)

11751 Meadowville Lane
Chester, WA 23836

Chester, VA 23836

A. Agency 7 Locality 7 Other Entity 2. Agency /7 Locality Code 3. Department Name

Virginia Information Technologies Agency 136 ITIES - ISP/AVGIN Division
VITA_ _RM17__Archive_ \ITA-
VGIN_O0O90713__"O6Film_Box__2006.001—
2006.010(pgi1of2)

4. Agency / Locality CTontact 5. Telephone Number and Extension
B804-416-6191

Eric Perkins S. E-m U
eric.perkins@vita.virginia.gow

7. Record Pickup A eSS [ <. . City, and Zip Code 8. B ing Address

VT A WVITA

CESC 11751 Meadowville Lane

S. Records Transfer to/for:

=1 Archives
[J tmaging services branch

Please check one

[0 State Records Center (SRC)

[ Other

=1 No

10. Restrictions to Use or Access for Archival Transfers

[ Yes, explain and provide code citation:

11. Media Format

] co/roDvD
[ Electronic

Please check one

] Fiche
=1 mMiicrofilm

[ Paper
1 other

12. Special Notes

13. Schedule Number

GSS136-001

1T4. Series Number

000323

15. Records Series Title

Geographic Information Systems

(GIS): Core Data

16. Agency
Box Number

17. SRC Bar Code Number
No barcodes for archival transfer

18. Contents
Beginning to end

19. Date Range
Boginning to end

20. Accession
Number

VSIN-OVITA-
Ry

WVIGIN VBMP Film

Roll #060303-9, O60303-10, O60303-11,

==

=, Agercy 7 Locality Records Officer FPrint and

=ian narne

T ransfor Recoeived By

Virginia Information Technologies Agency/Eric B. Perkins, Records Officer

2= Dmte of

Authori=aticn
o7-13-2009

VSIN-(VITA- VIGIN VEBMP Film - Roll #060303-13. 0O60303-14 and 20086
ITIESISP)- 060303-15
2006.001
WVSIN-OVITA- WVIGIN VEBMP Film - Roll #060303-5, 060303-6, 060303-7, 2006
ITIES-1SPO- osoz0=-aa
2Z2006.002
VSIN-(VITA- VVIGIN BMP Film - Roll #060303-28, O60303-29, 060303~ 2006
ITIES-ISP)- 30. 060203-31
Z006.003
VGIN-OITA- VIGIN VEBMP Film - Roll #060303-8, 060303-69, 060303-70, 2006
ITIES-ISP)- 060303-72
2006.004 -
WVWSIN-(VIT A~ WVIGIN VEMP Film - Roll #060303-60, 0OS0303-61, 060303~ =200s
ITIES-ISP)- 62, 060303-63
2006.005 3
WVWSIN-OVITA- VIGIN VEMP Film - Roll #060303-64. O60303-65,. O60303- 2006
ITIES-ISP)- 66, O60303-67
2006.-006
- 2006

Page Zof =

Bate cocoived

p/’;2,: <

www.vita.virginia.gov
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Related Topics - Email

e Email is a format, not a record series.

— Asking how to file an email is the same as
asking how to file a piece of paper.

— The content determines the disposition.

— Email should not be stored within the VITA
Outlook application

— For guidance, please see:

e [ VA E-Mail Management Guidelines:
http://www.lva.virginia.gov/agencies/records/electronic/email-
management-guidelines.pdf

e VITA E-Mail Archiving Step-by-Step Guide:

https://vashare.virginia.gov/sites/vita/GS/SMS/PPRAT/RM/Records

%20Management%20Docs/VITA%20E-mail%20Archiving.pdf

www.vita.virginia.gov
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Related Topics—\Records Life Cycle and
Major Problem Areas

Records Life Cycle .

[ Records Maintenance & Use j

~—
[ Records Creation ]

—_—
[ Records Dispositionj

File active
records in
file plan
with
appropriate
schedule

& pplication files (WS Word, mployees retrieve Some
Excel), e-mail, web page, DB and use records, and perm anent
transactons agency receives’ records are
processes Fi}TA not sent to
reguests from public AR A,
Emploeyees often do not know = Electronic records especially
how to deal with electronic are frequentlsy Laclk of ERE ] e-records
records, particul arl v e—smoails, unscheduled. system s means
webk page information, and = It sometimes takes e-records do not ) 1 Ao find
non-case files. Thew tend to wvery long (& months to zet into formal T EMHployEESs Can generaly in
. . the records they need, but
save or print, and keep the 2 wears) to have the record keeping _ : . iFi £F.
files at the desktop when thew proposed schedule system s. somet:lm_es FEQUTE S15n01 icant stfort.
Aon’ t know what to do. approwed = Zearching electronic records,
particul arly esmanl, 15 difficult.

MNote: Broken red lines, red arrows, and the callout boxes indicate major problems in the RWI pr ocess.
Blue arrows mean normal R process.

Source: NARA: http://lwww.archives.gov/records-mgmt/initiatives/fig4-1.html

www.vita.virginia.gov
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Key Concepts

e Public Record:
— determined by its content not its format.

e Non-Public Records:
— copies, personal items, and reference materials

e RM-3 Form.

e Records Transfer (RM-17):

— Library of Virginia form used to request transfer
of records to the Library of Virginia and
acknowledge receipt of records after transfer is
completed.

www.vita.virginia.gov 33
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Key Concepts

e Records Survey (RM-19):
— identifies all records series, regardless of format.

e A Records Locator Inventory (RM-20):
— identifies, quantifies locates all records.

e Record Retention and Disposition Schedules:

— Library of Virginia approved timetable stating the length of
time a record must be kept and its required disposition.

e Record Series:
— a group of identical or related records.

e Life Cycle Phases of a Record:
— Create, Access, Maintain, Store and Dispose

www.vita.virginia.gov 34
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Key Concepts

e Records Officers:

- Required by the Code of Virginia to monitor and control the
creation, use, storage, transfer and destruction of records,
develop and implement the VITA records program.

e Records Coordinators:

— Assists the Records Officer in implementing a records
management program

e Records Creator:

— The person or office initially creating a record, have physical
possession and control of records ensure compliance at the
Individual record level.

e Records Custodian:

— The supervisors in the agency having physical possession
and control of records.

www.vita.virginia.gov 35
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Questions?
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